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-JOB POSTING NOTICE (EOE)-

     
  OPENING DATE: 01/07/14                          CLOSING DATE: 01/16/14 (4:30 PM)                

     
  ________________________________________________________________________________                

     
  SCDC INTERNAL TITLE: ADMIN ASST II                       SCDC POSITION #: 017657                

     
  HOURS/WEEKLY: 037.50 SHIFT SCHEDULE: 02 WORK TIME: 0800 AM - 0400 PM                            

     
  LOCATION: BROAD RIVER CORRECTIONAL INSTITUTION, COLUMBIA (RICHLAND) LEVEL 3                     

     
     

                                                                                                  
  STATE JOB TITLE: ADMINISTRATIVE ASSISTANT       STATE JOB CLASS: AA75                           

     
  BAND: 04   SALARY RANGE   $ 025627 - $ 047413      SPECIAL INCENTIVE: NO                        

     
  LEVEL: D    SALARY RANGE   $ 028832 - $ 045615  SCEIS POSITION #:  61018654                     

     
  ________________________________________________________________________________                

     
  STATE OF SC MINIMUM TRAINING AND EXPERIENCE REQUIREMENTS:                                       

     
  A HIGH SCHOOL DIPLOMA AND WORK EXPERIENCE THAT IS DIRECTLY RELATED                              

     
  TO THE AREA OF EMPLOYMENT. A BACHELOR'S DEGREE MAY BE SUBSTITUTED                               

     
  FOR THE RELATED WORK EXPERIENCE.                                                                

     
     

                                                                                                  
  AGENCY PREFERRED QUALIFICATIONS:                                                                

     
  SIX (6) YEARS RESPONSIBLE CLERICAL, SECRETARIAL OR ADMINISTRATIVE                               

     
  EXPERIENCE, OF WHICH TWO (2) YEARS SHOULD BE SUPERVISORY EXPERIENCE.                            

     
  MAY BE REQUIRED TO HAVE EXPERIENCE IN CRT AND/OR PERSONAL COMPUTERS.                            

     
     

                                                                                                  
  DESCRIPTION OF DUTIES:                                                                          

     
  MANAGES ADMINISTRATIVE SUPPORT SERVICES FOR HEALTH SERVICES WITHIN                              

     
  THE INSTITUTION. COORDINATES ASSIGNMENTS OF WORK TO SUBORDINATE STAFF,                          

     
  ENSURING PROPER HANDLING OF CORRESPONDENCE, VOUCHERS, SUPPLY                                    

     
  REQUISITIONS, ETC. SUPERVISES AND COMPLETES SPECIAL ASSIGNMENTS AND                             

     
  PROJECTS REQUIRED BY THE DIVISION OF HEALTH SERVICES.  ENSURES                                  

     
  POSITION DESCRIPTIONS ARE AVAILABLE, CURRENT AND ACCURATE FOR MEDICAL                           

     
  STAFF AT THE INSTITUTION.  COORDINATES REPORTS FROM VARIOUS MEDICAL                             

     
  AREAS AT THE INSTITUTION INTO THE MONTHLY REPORT SUBMITTED TO THE                               

     
  DIRECTOR OF NURSING FOR THE AGENCY.                                                             

     
  COMMENTS:                                                                                       

     
  MUST SATISFACTORILY COMPLETE SCDC BASIC TRAINING                                                
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